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Objectives 
 

HR & Adminstator position in a reputable organization where I can effectively utilize my 

expertise and Educational skills, and practical background while defining my respective career 

interest in the Field. I am capable of maximizing the efficiency output to meet challenges and 

deadlines. 

Work Summary 

 Master Degree with Detail oriented Human Resource & Administrator with 6+ years of Oil & 

Gas Refinery Project, HR and Administration, Project and Staff Management. Accomplished 

professional with proven ability to multi task, enhanced with exceptional organizational skills.  

Possess’ excellent planning and prioritizing skills coupled with strong problem-solving skills 

and the ability to make independent decisions. 

 
Core Competencies (HR & Administrative) 
 
 

 Policies & Procedures Manuals 

 Payroll – ADP 

 Confidential Records Management, Office & Staff Management, Inventory Management 

 HR Administration  

 Staff Requirement 

 Report & Document Management, Spreadsheet & Database Management 

 Travel Management (Domestic & Intl.), Accounts Payable & Budget Management 

 Vendor Negotiation & Expense Reduction 

 Meeting & Event Planning 

 Telephone & Front Office Reception 
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 Scheduling & Calendar Management, Filing & Data Entry. 

 Advanced computer / technical skills in MS Office Suite (Excel, PowerPoint, Outlook Word, 

Access) 

 Building Maintenance Management. 
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Duties & Responsibilities 

 Assists recruiting team with the maintenance of Applicant Tracking System and job postings. 

 Manages Employee On-Boarding processes for domestic and international transfers and new 

hires. 

 Designed, developed, and presents New Hire Orientation. 

 Prepares recruitment lists and job postings. 

 Completes monthly and year-end reports regarding terminations, bill/pay rate changes, and 

new hires. 

 Enters new hire information in the ADP database. 

 Works closely with payroll to ensure that contractors are paid in a timely manner. 

 Provides In-House Employee Ambassador support. 

 Insures that Human Resource files and records are maintained in accordance with legal 

requirements and company policies and procedures. 

 Processes background checks through E-Verify. 

 Payroll Administration; time card submittal, vacation and sick accrual calculations, taxation 

audits, and employee data changes. 

 Reviews employee/contractor complaints and works to resolve issues. 

 Schedules and coordinates interviews and travel for internal and external candidates. 

 Proficient in giving valuable decision and taking the feedback from the employees. 

 Payroll Administration; time card submittal, vacation and sick accrual calculations, taxation 

audits, and employee data changes. 

 Administered the company’s Workers Compensation and Safety; Illness and Injury Prevention 

Program. 
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Education & Personal Details: 
* MBA (HR & Marketing) - SRM School Of Management, Kattankullathur, Chennai (SRM University) 

– May 2012 (8.3 CGPA) 

* B.E (Computer Science & Engg.) - Oxford Engineering College, Trichy (Anna University)  – May  
2010 (68 %) 

*H. S. C - Sri.K.G.S. Hr Secondary School, Aduthurai (State Board) – April 2006 (83.16 %) 

*S. S. L. C - Sri.K.G.S. Hr Secondary School, Aduthurai (State Board)  – April 2004 (78.4 %) 

* Coordinated various management events like ISAGE,COMMUNE in SRM University 

* Participated in Conference on “JAVA FX & NETWORKING PROGRAMMING” at  NIT, Trichy 

* Member of my School and college Cricket and Volleyball team. 

 

Passport Details           : No - L2561368 (Expiry -2023) 

    Place of Issued: Trichy 

    Date of Birth – 25/05/1989 

Marital Status                        : Married 

Nationality                            : Indian 

Languages Known.          : English, Tamil, Malayalam.   

Permanent address                : 37, Ramji Nagar, Agragaram, 

Govindapuram (Post), 

Thiruvidaimarudur (Tk), 

Thanjavur (Dist)-612 101. 
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